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1. WelcometoCr e at e Eor BwedPoint

Our easy-to-use customised software simplifies the document creation process for all users by automating
tasks that would normally require higher levels of skill, while ensuring consistency in all presentations and
printed matter.

In addition to the software available in Word and PowerPoint, there are also customised commands available to
assist with creating, formatting and sizing Excel charts and for transferring Excel table data and charts to your
Word or PowerPoint source document. By using the software, charts can be linked back to source data
worksheets in Excel and you will be able to view, update and refresh linked tables and charts from your Word
or PowerPoint presentation.

Version Number

On the CreateE tab there is an About option which lists the version of the software you have installed on your
PC. The software in Excel, PowerPoint and Word (if your version includes Word) will be running the same
version number.

« I, Heip

»
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CREATEE 8. 0 FRBANIP OWE Navigating

2. NavigatngCr eat eE 8. 0

TheCr e at e Bab®rovilles access to the all the available functions in Cr e at e Eandshduld be visible
in PowerPoint alongside the standard PowerPoint tabs.

In Office 2010 or 2007, ribbons replace menus and toolbars, and our Cr e at e Hab & .e\®n easier to use
because all the features are in one place and grouped by common tasks.

The Create E 8 Tab

TheCr e at e Bab B didded into seven logical groups. Brief descriptions of the groups are given below.

0 7 Stide No's [%) Catendar J'I [l Agenda 2| — Ll 3 Swap Shapes 4 Make Titie a2 || g8 Oatasource || ] 1 Up tayout ||y [ Help @

> ¥ Filename — ] Blank B Sicture s —] ‘M /" Fraction W make subtitle —— || d Package = 2Up Layout 2 o Uter Settings

New Document Ide Divider nsert Format o Change About Presemation
Setup Dratt Layout 44 Library 4l AutoText - < o Select ~ £ Colour Palette Loyt || O Update - 334 uptayout ||creste Uy Unregister Sohutions
Prazantatior Insert Sids or Oblect Table Format ygick slige: Ml Crepte

The Presentation Group

The Presentation group contains the options to start a new presentation and to
look of the presentation.

make certain changes to the

0 7 Sude No's [7%) Catendar jl Blagends @ e g 44 swap Shapes 44 Make Titie Ay gy Oatasource [Jiuptajout (g [ Heip =
b ¥ ¥ Fitename | — []Blank W Aicture 4 SERE /" Fraction M Make Subtitle & Package 3 2Up Layout o '» User Settings u
New Document Shae Divider Insert Format - Change About Presemtation
Setup Draft Layout 45 Library 4 AutoTent & Select ~ £ Colour Palette |gyout | (N Update = 34 Up Layout | Create Uy Unregister Solutions
P Insert Shde or Object Tables Format nking Quick Slides reste

Creates a new PowerPoint presentation based on your selection of text for cover page and headers and footers

Document Setup

Returns user to the New dialogue to allow them to change information on the cover page and in headers,
footers and logos

Slide Numbers

A checkbox that turns the slide numbers on and off for this presentation

Filename

A checkbox that turns the filename on and off for this presentation

Draft

A checkbox that turns the word DRAFT on and off for this presentation

The Insert Slide or Object Group

The Insert Slide or Object group contains a number of pre-formatted slide types, slides or objects that you can
choose to insert into your presentation.

0 7 Side No's %) Catendar J'I Eiagenda #| mewm il 4 swap Shapes ‘4 Make Titie Ay gyOatasource [Jruplaout (g [ Heip =

. > J! Filename — ] Blank B Picture 3 —] ‘M /" Fraction W make subtitle —— |y Package = 2Up Layout o o Uter Settings u

New Documemt hde Divider Insert Format o Ch ange About Presemtation
Setup Dratt Layout 44 Library 4l AutoText - < o Select ~ £ Colour Palette |yyout | (N Update - 334 UpLayout | Create Uy Unregister Solutions
Pres I 1133 Tables Format Linking Quick Slide reate

Slide Layout

Allows user to insert pre-formatted slide layouts

Llredlc

Presentation S0l tons | 2

Create



Calendar

Inserts a slide containing pre-formatted calendars. Displays four months at a time and can start on any day of
the week

Blank

Inserts a blank slide (with no title, headers or footers)

Library

Inserts a number of pre-formatted diagrammatical slides, such as Org Charts, Maps and Processes

Divider
Inserts Section and Appendix Dividers as well as Repeated Agenda Dividers and Repeated Agenda Appendix
Dividers
Agenda

Inserts an automated agenda slide based on Slide Titles or Dividers Slides, with the option to add subsections
and split the agenda into two columns

Picture

Inserts a selected picture to fit the selected placeholder proportionately

AutoText

A dropdown menu containing a number of common page elements that can be used when creating a
presentation 1 Title, Subtitle, Source, Section Tracker, Message Box, Reminder, Work in Progress,
Placeholder, Bulleted Text Box and Callout

Insert Map Point

Inserts pre-defined markers for use on maps

Select Map Point

Allows user to configure their choice of map markers i square, triangle or circle i and to include auto text such
as alphabetical or numeric references (A, B, C or 1, 2, 3) and select the colour of the map marker from the
corporate colour palette

The Tables Group

The Tables group inserts tables into placeholders and also formats and resizes them.

O 7 Slide No 0 Calendar oo Agenda - 3 Swap Shape
| 3
7l Filename an o Pictute s o Fractior
Shde Divice yrmat

Insert

Inserts a formatted table into a placeholder i either blank or from the clipboard using data from Excel

Format

Contains a selection of table formatting options that can be applied to selected rows, cells or a whole table.
This also includes the option to shrink table size by compressing columns and/or rows, as well as an option to
paste a subset of (non-linked) data from Excel into an existing table.

LICdAdlC
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The Format Group

The Format group contains options to display the colour palette, format certain text, and to change the layout
of a slide.

dar el Lgenda - 4 ma M Oxtasource | |1Uplayyout (@ I, Heip =
0 Blank ,J B siatu 351 A 4 *:4,1.1. 1 2Up Lsyout r o User Setting \‘r
N Do¢ wiger ot t s hange About Presemtatic
ez o ut +5s Library 4 Aute ) Colour Palette |pout | R Update - 34 Up Layout | Create 'y Unregister Solutions
Swap Shapes
Swaps any two selected objects on a page to eachotheré s or i gi nal  ocati on

Fraction

Converts the selected number into a formatted fraction

Select

Selects multiple objects on a slide based on shape, colour and line attributes. Allows simultaneous updating of
fill or line colour, and the formatting of a shape or text

Make Title

Cuts out the selected text and pastes it into a new Slide Title

Make Subtitle

Cuts out the selected text and pastes it into a new Slide Subtitle

Colour Palette

Displays the colour palette for use in formatting the fill and borders for maps, tables and drawings

Change Layout

Changes the layout of a slide (selected layouts only)

The Linking Group

Table data or charts that have been imported from Excel become linked objects in your presentation. The
Linking group contains options for viewing and updating those links, as well as packaging up your document
along with all the linked source data files.

O 7 Slide No's Mo Calendar o Lgenda -
7 Filename - Blan ¥ Prctute i o
Jmemt de Divicde n Forma
Dratt out ry - 2 -

245
L J
=
9

our Palette |yout | (X Update ~ 204 UpLayout | Create -y Unregister Solutions

Data Source

This function works with linked objects (tables and charts) from Excel. It allows a user to update from the
source file, change source, view source and disconnect from source, either one item at a time or multiple items
within a presentation.

Package

Compresses and saves the presentation and all the linked source files to one location

Update

Updates the agenda or all linked tables and charts in your presentation. The Update All option updates the
agenda AND all charts and tables.

LICdlC
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CREATEE 8. 0 FRBANIP OWE Navigating Create

The Quick Slides Group

The Quick Slides group provides quick access to the most frequently used slide layouts

O 7} Stide No's [0} Catendar o) 5l Agenda — 4 34 swap Shapes 4 Make Titse Ay gy Oatasource | []1uptayout | (g [ Help =

. JI Filename — ] Btank —J B Picture s 5 o /" Fraction W make subtitle —— |y Package =) 2Up Layout o User Settings ﬂ'

New Documemt Shoe Divider Insert Format ~ Change . About Presemtation
Setup Draft Layout +us Library - d AutoText - - o Select ~ 7 Colour Palette |ayoue (N Update - 334 Uptayout | Creste Cx Unregister Solutions

lup
Inserts a 1 Up layout without going through the Slide Layout option

2Up
Inserts a 2 Up layout without going through the Slide Layout option

4 Up
Inserts a 4 Up layout without going through the Slide Layout option

The CreateE Group

The CreateE group gives accesstothe built-i n hel p menu, the software version
settings.
0 " Catendar Agenda

About CreateE

Lists the versionof Cr e a t e Fou&aveinstalled on your PC. The software in Excel, PowerPoint and Word
(if your version includes Word) will be running the same version number.

Help

Built in help menu with information and guidance on howtouse Cr e at e E 8. 0

User Settings

Global settings for page and date format of presentations

Unregister

Allows the user to unregister Cr eat e E 8. 0

Switch Brand

Allows the user to switch brands (available only for clients with multiple brand version of the Cr eat e E 8. 0
software)

uiCdlc
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3. Shortcut Keys

Inall versionsof Cr e at e Fwe 8mplby native menu keyboard shortcuts. When you select ALT on your
keypoard, | etters in the tab names indicate the keyboard

For example, ALT+C opensthe Cr e at e Bab.8 ett@rs in command names then show the keyboard access
to that command. To access a feature inthe Cr e a t e Bab,8/ouGvould select Alt-C and the indicated letter.
For example, to Insert Table you would select ALT+CI.

Document S = Divider r Format
Setip Dratt Lamout «ealbibrary x 2 AutoText - x % Select ~
M 3 3 ! ) T F

ALTC+ N New
M Document Setup
Y1l Slide numbers
Y2  Filename

Y3  Draft

S Slide Layout

Y4  Calendar

B Blank

L Library

D Divider

A Agenda

P Picture

X AutoText

9 Insert Map Point
8 Select Map Point
I Insert Table

T Format Table
FW  Swap Shapes

/ Fraction

FS Select

FT  Make Title

FM  Make Subtitle
FC Colour Palette
FL Change Layout
Data Source
Package
Update

1 Up Layout

2 Up Layout

4 Up Layout
About CreateE
Help

User Settings
Unregister
Presentation Solutions

~NTQOoOPDNMNPFRLCRXDT
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4. Creating a Presentation

Use Cr e at e Eo dBeat® a new presentation rather than native PowerPoint. The Document Setup dialog
will enable you to set up your presentation quickly and easily 7 you can access this dialog at any time to
change the information.

User Settings

Before starting your first presentation, you should update your User Settings. Once you have selected your
preferred defaults, all new PowerPoint presentations and Word (if your product includes the Word add-in)
documents created using Cr e at e Ewillgbe Bssigned these settings. This only needs to be done once,
unless you want to make changes in the future.

1.

3.
4,

From the CreateE group on the Cr e at e E talBseléct User Settings (please note that these are
example fields, and that your product may not have some of these, and may include others not listed here)

0 7 Slide No's M) Calendar ol igenda - 4% Swap Shapes |4 Make Titse

_ @ Data Source
Blank B Sicture 41/1-...:,”-\, B §:<“.J. 1 2 Up Layout
~

yeumer e Drice \ Formal s ¢
Setup Draft Layout +e% Library - 4 AutoText - - o Select ~ *3 Colour Palette | uyny

Select your location from the dropdown field. Each location has pre-set defaults for Paper Size, Layout and
Date Format

Make any changes required to the default Paper, Layout and Date Format settings
Click OK

All documents created will now adopt the selected settings (existing documents will retain previous settings)

Starting a New Presentation

To start a new presentation, always use the New option onthe Cr e a t e Hab.@nfofmation entered here can
be changed at any time by selecting Document Setup fromthe Cr e at e Hab.8 . 0

1.

In PowerPoint, go to the Presentation grouponthe Cr e at e Bab a8nd Select New

) Oatasource |_|lUpilyout (@ K, Heip

O 7 Slide No's 0 Calendar oo Agenda - 3 Swap Shape
7 Filename — Blan —p Pctute y | B . * Fraction 4 & Package 1 2Up Lsyout »
Jmemt Shice Divice A Forma

Update ~ 204 UpLayout | Create i Unregister Solutions

¥ Lreale
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Document Setup

\*.- Lredie

Shiow Divider Murnber on Disader 5 hde

""""""""""""" Appendo Dividers

Cover Slide

Endorgement Sirictly Private & Conhdential - |
Title Tile

Subhkle Subbkle

Date 19 November, 2010
Secondaiy Logo

[] Include on Every Shde Brovise.,.

Other Slhde=

Frezentation Tille

L] I

Giroup

For the lstest produchon infoemation, please visit ugs at

v, presentationgoltions. eu

Presentation Solstions Create 2010
Copwight ® 20N0 Presentation Schations Ltd. &1 nghts reserved

-

|||,|r Presentation

1. Complete the dialog with your information (please note that these are example fields, and that your product
may not have some of these, and may include others not listed here)

2. Show Divider Number on Divider Slide: Select whether you wish to show section and / or appendix
numbers on your section and / or appendix divider slides within your presentation

3. Endorsement: Select from the options available or overtype/delete as required. This will appear on the

cover slide
4. Title: Type in the cover title of your presentation

5. Subtitle: Type in the cover subtitle of your presentation

6. Date: Defaults to the current day, month and year. For an alternative date, click on the calendar button and

select date from the Calendar that appears

7. Secondary Logo:
Every Sl

(Optional) 1l nse
deo i f you want

rt
t he

a

secondary
Secondary

|l ogo
0ogo

Beyon sel ec
to appear

8. Group: Select your group from the dropdown menu or overtype your preference directly into the field. This

will appear at the top of every page

9. Click OK

A new presentation will be created with a cover slide, a text slide and any additional slides within your

document master (e.g. Disclaimer or Contacts)

Note:

Please note the options in the Document Setup may differ between document masters.

LiCdlc
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Changing the Document Setup

The Document Setup dialogue box opens when you start a new document. To make changes at a later stage
to the information on the cover page and document headers and footers you should use the Document Setup
buttonontheCr eat e Hab8 . 0

Displaying the Filename

This function displays the filename and location on each slide of the presentation. This can be toggled on and
off. To capture the filename you simply need to save your file.

1. Save your file
2. The file path will automatically update

3. To display/hide the filename, from the Cr e a t e EtabB8seléct/deselect the checkbox next to Filename
from within the Presentation group

[ie) Calendar oo Agenda - A Data _Jtuptayout  @ge [ Help \ =
— Blank J B Picture | B S — & Paciag Ip Loy . ting o
Ne D sert Format nange - About Presentation
€ Layout QR update - 324 UpLayout | Creste - Unregister Solutions

yout +us Libracy - 4 AutoText ~

Slide Numbers On/Off

This function displays the slide numbers on each slide of the presentation. These can be toggled on and off.

1. To display/hide the slide numbers, from the Cr e a t e Bab8seldrt/deselect the checkbox next to Slide
N o &frem within the Presentation group

aenda | Agenda - ) N Oata _Jtupiy « ¢
Blank oF » a s .._} »"'Ié 2L & Packag 2up ‘: ting
He iy " 4@ v Ve cut | (R Updat 4 tp Layout | oy nreg s
Note:
When inserting a Section or Appendix divider, slide numbers will not display automatically. If you wish to view
the slide numbers on your Section and Appendix dividers, clickthe S| i d e chdak box off and then back on

again. This will then display the slide numbers on all the Section and Appendix divider slides in your
presentation.

Draft On/Off

This function displays the word DRAFT on each slide of the presentation. This can be toggled on and off.

1. To display/hide DRAFT; fromthe Cr e a t e Bab,Sselet/deselect the checkbox next to Draft from within
the Presentation group

O 7 Slide No's [ie) Catendar ol sgenda ¥ - bl 74 Swap Shapes ‘4 Make Titie Ay g OataSource [|1Uptayout (Rngs (K} Heip \ =
71 Filename — Blank —-l B Scture : L —lé "/* Fraction 4‘,1'-~-inv-w» B Q:-“.,. 1 2 Up Lsyout r o User Settings r
New Documer Shige Divid - Insert Format s Change v About Presemation
Setup Layout 444 Library - 4 AutoText - 2 4 Select = 7 Colowr Palette yyoyut (N Update = 334 Uplayout | Creste Uy Unregister Solutions
Insert Slide or Object Tabie Fomat ’ wick Slide eate

2. When selected, the text DRAFT will appear on every slide in your presentation, apart from Blank slides

Create
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5. Inserting Slides

To insert slides, use the selection available in the Insert Slide or Object group onthe Cr e a t e Bab.8Thi®
function has been created to reduce formatting time and aid consistency within your presentation. Layout
slides, library slides and section and appendix divider slides are all available here. We do not recommend using
native PowerPoint functionality to insert a slide.

G i Stide No's [iv) Catendar ooy Agenda ¥ okl ) Swap Shapes S Make Titie E
lename — Blank —] B Sicture 3 —j “d “/" Fraction -ﬁ/v-.., Subtitle ——
t Shide Divicer Wnsert Format S Change
Setup Draft Layout +e% Libracy - 4 AutoText ~ - o Select ~ T3 Colour Palette | gyoy

Inserting a Slide Layout

A series of slide layouts, pre-formatted inyourco mpanydés corporate style, are
presentation. The layouts have been created to reduce formatting time and aid consistency within your
presentation. They contain placeholders for text, tables, charts, etc.

1. Go to the location where you want to insert your slide (the slide will appear after the currently selected
slide)

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8ele& Slide Layout

& - B O

ource |_|iluptmout @ I, Heip =
3 2up tyout  Usersetings |

- About Presentation
354 Up Layout Create y Unregister Solutions

wick Slide

The Insert Layout Slide dialog will open

[ Insert Layout Stide

Single & Widih

Single ¥ Width: Test Drily
Single Full'Width

Single Full'widt Test Only
Single Test Ol with Flow Graphic L
Single 2 Test Only with Flow Graphic

2Up

2 Upr Test Oridy

2 Up Test Laht

2 Up: Teut Right

2 Upr Homzaonial

U Honzontal Text Botbom

o Honzontal Text Top

o Harzarital Tesit Dnly

1]

o Text Only £

2
U
2u
u
u
£

by P

3. Scroll down and choose your desired layout (the layout selected will appear in the preview window on the
right)

4. Click Apply if you wish to insert the slide into your presentation, but leave the dialogue box open to allow
you to select further layout slides, or click OK to insert the slide into your presentation and close out of the
dialogue box

A new slide will appear containing the selected layout

Inserting a Library Slide

A library of common slides is available containing frequently used drawing objects such as processes and
timelines, diagrams and maps, organisation charts and graphics, all of which are pre-formatted in your
companybés corporate style. Once a library sl i deleare
ready to be populated with new information. These resources have been created to reduce formatting time and

Create
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CREATEE 8. 0 FRBANIP OWE Inserting Slides

aid consistency within your document. We do not recommend using native PowerPoint functionality to insert a
slide.

1. Go to the location where you want to insert your slide (the slide will appear after the currently selected
slide)

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8elect Library

J! Filename Ty Blank M Make Subtitle —— |y Package 1 2 Up Lsyour

Vi Slide No's fe) Calendar Agenda - bt 44 Swap Shapes Make Titie Ay Data Source 1 Up Layout (4 Help =
P C ¥ 4 B b i [SPnieme | Uit | Qg W e
» B Sicture 3 “. "/’ Fraction Jser S
t

New Document SHis icer Wsert Format s nange = Aboy Presentation
Setup Draft Layout m - 4 AutoTent - . & Select = £ Colour Palette |goue | (N Update » 34 Up Layout | Create Uy Unregister Sohadions

bject Tables Format nking Quick Slicdes

The Insert Library Slide dialog will open

Inzert Library Stide %)
OrgChast | baps | Chevion | Puzzie 4 |*
Ehﬂ B
hait
g e
et [ e e
Enan [ o= f = e ]
Chait B
Chail 3
[~ ] - J§ = |
‘g Create e | [0k ][ Coree |

3. Click on the relevant tab depending on type of slide required (e.g. Maps, Processes, Misc)

4. Scroll down and choose your desired layout (the layout selected will appear in the preview window on the
right)

5. Click Apply if you wish to insert the slide into your presentation but leave the dialogue box open to allow
you to select further layout slides, or click OK to insert the slide into your presentation and close out of the
dialogue box

The slide will appear in your presentation after the selected slide

Inserting a Section Divider

Presentations can be divided into sections. Each section will have its own cover slide (section divider slide),
and all section titles will be numbered if you select this option when building your Agenda. Subsection titles are
optional and can be added to the Section Divider slides and included in the Agenda.

1. Go to the location where you want to insert your slide (the slide will appear after the currently selected
slide)

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8hodde Divider, Section Divider

SR I L J‘ Agende & == b 71 Swop Shapes ‘Y Make Title A M Dats Source  |_J1 Up Layout (9 &3, Help “ -
= .. | .
' J ame |8ta W Picture : /" Fraction A Make Suttiie —— iy Package = 2 Up layout o User Settings r
Ne ment Shde Divider ormat * Change o About Presentation
Onatt Layout «4a Libeary » | AutoTest ~ . i Select ~ 2% Colour Patette 1ayor (W Update - S24Uplayout | Create “x Unreguster Solutions
ssntation Jnset S| & section Divider | . Format Uinkng _|_Quick Stdes |
Ap wic

E]

i3 Rep A

i Repeated Agenda
- g

Rename Repeated Agenda Divider

3. Type in the section title and subsection title (if applicable)
Note:

CrCdlc
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When inserting a Section or Appendix divider, slide numbers will not display automatically. If you wish to view
the slide numbers on your Section and Appendix dividers, clickthe S| i d e chdak box off and then back on
again. This will then display the slide numbers on all the Section and Appendix divider slides in your
presentation.

Subsections on Section Dividers

1. If you wish to display subsections in your Agenda, you need to ensure that the main section title is identical
on all subsection divider slides

2. Retype the section title in subsequent divider slides OR duplicate the first section divider (CTRL+D) of the
group, change the subsection title and move to the desired location
Inserting an Appendix Divider

Presentations can include appendix sections. Each appendix will have its own cover slide (appendix divider
slide), and all section titles will be numbered if you select this option when building your Agenda. Appendix
subsection titles are optional and can be added to the Appendix Divider slides and included in the Agenda.

1. Gotothe desired location (the new slide will appear after the currently selected slide)

2. From the Insert Slide or Object grouponthe Cr e a t e Hab 8hod3e Divider. Appendix Divider

0 4| sude No's (T3] Calendar | & Agencs & =T 2% Swap Shapes g Make Title A% gy DatsSource [ J1Uplayout gy W el \ -
7] Filename ! stk o B Picture * | */" Eraction A Make Sudtitie & Package 5 2 Up Layout » o User Setting |
lew Docume Sl Divider I Format . change bout Presentation
Setup Dratt Layout «%a Libeary | [d AutoTest - s ; Select = 7 Colour Palette |yo (N Update - 224 Up layout | Create " Unregister Solutions
e B Section Divider
I:_ Appendix Divide l
i3 Hepested Agenda Dnder
34 Repeated Agen: pendix Dwide
"W Rename Repeated Agends Divder

3. Type in the appendix title and subsection title (if applicable)

Note:
When inserting a Section or Appendix divider, slide numbers will not display automatically. If you wish to view
the slide numbers on your Section and Appendix dividers, clickthe S| i d e chdak 6ox off and then back on

again. This will then display the slide numbers on all the Section and Appendix divider slides in your
presentation.

Subsections on Appendix Dividers

1. If you wish to display subsections in your Agenda, you need to ensure that the main appendix divider title
is identical on all subsection divider slides

2. Retype the appendix title in subsequent divider slides OR duplicate the first appendix divider (CTRL+D) of
the group, change the subsection title and move to the desired location

Inserting a Blank Slide

This will insert a blank slide with all the page elements removed (such as file name and page number).

1. Go to the desired location (the new slide will appear after the currently selected slide)

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8hodde Blank

O 7 Slide No's 0 Cafendar oo Agenda - 3 Swap Shape fake Titse Ay M Oatasource | _|1uplayout (@ I, Heip =
R Fiename oo ] meawe = 2 5 orrgen gumeswwe S5 e | Foupumou| B vsersettng w
New Documemt Shde i Get et Format Cha ~ Abouy! esemtation

Setup Dratt Layout 443 Library - 4 AutoText + . & Select ~ ) Colour Palette |gyout (N Update 334 Up Layout | Creste [y Unregister Solutions

Inserting a Calendar Slide

This will insert a slide containing pre-formatted calendars. Calendars will display four months at a time and can
start on any day of the week.

7 LICAlC
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CREATEE 8. 0 FBGNP OWE Inserting Slides

1. Goto the desired location (the new slide will appear after the currently selected slide)
2. From the Insert Slide or Object grouponthe Cr e at e Bab 8hodde Calendar

| 0 J Slde No's JI Elagenda @ j whd) 24 Swap Shapes S Make Titse fhy gy Oatasource []1Uptayout %. [, Hetp v
5 > —J s 4& 2

J = J! Filename ] Blank W Picture /" Fiaction A Make subtitle ——  fp Package = 2Up Layout o User Settings
New Document Shice ° Divider nsert Format . Change About Presentation
Setup Dratt Layout +s Library « 4 AutoText - - W Select ~ £ Colour Palette |gyout (N Update S34UpLayout | Creste y Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Slides Create
The Insert Calendar dialog will open
o - !
Insert Calendar a
Weeks start on | Menday v/
Staiting fram | Newverber | 2010

§¥ Create [ [ coe ]

Fewwrririon T

3. Select the day, month and year (type this manually) on which you want the calendar to start

4. Click OK to insert the slide into your presentation and also exit out of the dialogue box

¥ Create
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6. Creating Agendas

An Agenda lists the main topics in your presentation. It will include either the titles on the section divider slides
or the slide titles. Subsection titles are optional and can be added to the section divider slides and included in
the Agenda.

Agendas from Section Dividers

An Agenda generated from section divider slides lists all the section titles in your presentation e.g. sections and
subsections. You should not type directly onto the Agenda as the information is generated automatically 7 to
make text changes to the Agenda, always make the changes on the divider slides and then click Update,
Agenda in the Linking groupontheCr e at e Bab8 . 0

1. From the Insert Slide or Object grouponthe Cr e a t e Bab 8hod3e Agenda

The Insert Agenda/TOC dialog will open

Insert Agenda/TOC

Generate From
(%) Divder Shdes

[ Cieate sub-sections

[ Inchude &ppendices

[[] Appendices in secand colurmn
() Shide Tilles

[] Create Hypetlinks

Lredle [ ok J[ cace

Presestnton a8 s

2. ChooseGenerate Fromé Divider Slides
Check Create sub-sections if you wish to include subsections in the Agenda

4. Check Include Appendices if your document will include appendices and you wish them to appear in the
agenda

5. Check the Create Hyperlinks if you wish to include hyperlinks in the Agenda
6. Click OK

This will insert an agenda slide after the cover slide and will list the sections, subsections (if selected) and slide
numbers as they appear in the presentation.

Note:
If two sections have the same title, they will appear as separate points on your Agenda.
The Agenda slide will wrap onto a second or third slide, automatically, if necessary.

Agendas from Slide Titles

An Agenda generated from slide titles lists all the slide titles in your presentation. Agendas from slide titles are
intended for small presentations but there is no maximum number of topics that can be displayed.

LiCdlc
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You should not type directly onto the Agenda as the information is generated automatically i to make text
changes to the Agenda, always make the changes on the slides and click Update, Agenda in the Linking group
ontheCr eat e Bab.8. 0

1. From the Insert Slide or Object grouponthe Cr e at e Hab Bhod3e Agenda

0 7 Slide No's B Calendar o , - - 3, Swap Shape
7 Filename — Blank —l ¥ Scture | B o Fraction
sha Dinic ; ma

e riger
Setup Draft Layout +e% Libracy - 4 AutoText -

The Insert Agenda/TOC dialog will open

Insert Agenda/TOC

Generate From

() Divider Slides

(®) Shide Titles

Create Hypetlinks

Lreale ok ][ Cewd |

Presestnton a8 s

2. ChooseGenerate Fromé Slide Titles
3. Check the Create Hyperlinks box if you wish to include hyperlinks in the agenda
4. Click OK

This will insert an agenda slide after the cover slide and will list each slide title and slide number as they appear
in the presentation.

Note:

Slide titles that appear on more than one page of your presentation will appear more than once on the agenda.
If the duplication of titles cannot be avoided, these can be deleted manually on the Agenda. However, if the
Agenda is updated, manual changes will be lost.

Your Agenda will automatically wrap onto further pages as necessary.

Agendas from Repeated Dividers

The Repeating Agenda is designed to display a main Agenda at the beginning of your presentation and a
duplicate of this between every section or appendix, with the active section becoming highlighted automatically.
The section / appendix number, slide number and section / appendix title will all automatically appear on the
main and repeated agenda dividers

Inserting a Repeated Divider

1. Go to the desired location (the slide will appear after the currently selected slide)

Create
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2. From the Insert Slide or Object group on the Cr e at e Etab8chadse Divider, Repeated Agenda

O 7| Sude No's 1 [13) Calendar | & Agenda & =W J 7 Swap Shapes g4 Make Title A M DataSource | J1Uplayout (g B3 Help \ -
7] Filen . | star J | 3. J A /" Fraction A Make Subtitie — & Package = 2 Up layout » o r
N n Shice Divider 1 Format . Change e About Presentation
tup att Layout ibear » |3 Autele v ¢ Select ~ # Colour Palette 1yo (N Update = 534 Up layout | Create “x Unregister alutson
. —~—
=
=
|=
d
o

3. Type in the section title of the section to follow

This will insert a repeated agenda divider slide.

Inserting a Repeated Appendix Divider
1. Gotothe desired location (the slide will appear after the currently selected slide)

2. From the Insert Slide or Object group on the Cr e at e Etab8chadbse Divider, Repeated Agenda
Appendix Divider

| Sude No's T3] Calendar Agends e 72, Swap Shapes Y Make Title 3 g DatsSource [ JiUplayout (Rugy 3 Help -
O 4| Filename J | Blank J B Picture s e "ﬁ /" Fraction 40/-(..5. Subtithe Sis) Package = 2 Up Layout r > Setting “r
I Cume 3 Divedar Insert Format < About esentation

Setup raft Layout bear » | i AutoText Sejec L< our b 4 Up La reste x Unregute Solutsons
B Section Diwd
—= pendix D
i3 R ated
l_—‘ ¥ atea
g ame Re:

3. Type in the appendix title of the appendix section to follow

This will insert a repeated agenda appendix divider slide.
Note:

The main agenda slide at the beginning of the presentation will be updated automatically each time you insert
an agenda slide.

If two sections have the same title, they will appear as separate points on your Agenda.
There is no option to display subsection titles.

If you need to change the title on one of the repeated agenda divider slides, you must use the Rename
Repeated Agenda Divider function to do this so that it is updated on all the relevant dividers and also on the
main Agenda.

There are a maximum number of eight sections that can be displayed in a repeating agenda (to ensure that the
section divider remains on a single slide).

Never type directly into the Agenda OR the repeated agenda dividers.
If you delete a repeated agenda slide, update the Agenda from the Update dropdown menu.

Renaming a Repeated Divider

Because the repeated agenda slides are linked throughout the presentation, you should not update the section
tittes manually. There is an option to do this for you.

1. Go to the relevant agenda divider slide (i.e. if you wish to rename the title of Section Two, go to the
agenda divider slide for Section Two)

7 LICAlC
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2. From the Insert Slide or Object group on the Cr e at e Etab8chodse Divider, Rename Repeated
Agenda Divider

O ] Sude No's T3] Calendar i Agends @ = i) 73 Swap Shapes Y Make Title A A DstsSource | |1 Uplayout gy B Helo \ ~
| | = .. - ',.1
’ 7] Filename ! | Blank J B Pictue s ! '{ /" Fraction A Make Sutitse | Packa = 2 Up Layout o User Setting r
New cume S Divide In nat = About Presentation
Setup 3 Lavout bear, | @ AutoTest ~ Select ¥ our t 54 Up Layout et egust Solutsons
B=  Section Diwder €
- pendix D
i3 Repeated Agend der
$3 Repeated Agen pendix D

3.  Type in the new section title

This will update the agenda divider slide and all subsequent agenda divider slides with the new title.
Note:

The main agenda slide at the beginning of the presentation will be updated automatically each time you insert
an agenda slide or rename an existing agenda slide.
Deleting a Repeated Divider

Repeated agenda dividers or repeated agenda appendix dividers, which are no longer required, can simply be

deleted. To reflect this deletion throughout your document, update the Agenda from the Update dropdown
menu.

1. Go to the repeated agenda divider which needs to be deleted and delete the slide

2. To reflect the change on the agenda: from the Linking grouponthe Cr e at e Bab 8hodde Update and
from the submenu select Agenda

@ 7] stide Mo ] Calendar Agenca o 25 Swap Shapes S Make Title n A Data Source 1Up Layout (@ B Hew \1 ~
| / A
J ) : 4 ..
4| Fuename = [_]stank & » A y- | Se= # /" Fraction 4 Make Subtitie & Package = 2 Up Layout L2 ' User Settings 2

New Document Side Divsder Insert Format Change = About Presentation

Setup Drant Layout s Libeary 2 4 AutoTest = . g Seleat £ Colour Patette 1ayout O Update * 334 Up Layout | Creat regist Iut

: & an
& Charts & Tables

The existing Agenda slide(s) will be deleted and replaced with a new Agenda, which appears after the cover
slide. In the case of repeating agendas, all dividers will reflect the update.

Updating Agendas

1. From the Linking grouponthe Cr e at e Eab 8hodde Update and from the submenu select Agenda

O 7] stide Mo i) Calendar Agence S pes 33, Swap Shapes ¥4 Make Title “ a
4] Piename = []stam —" B Ficture ' — */" Fraction 4 Make Subtitie r
New Document _ Side Divder 8 Insert Format X X 5 Change Presentation
Setup rant Layout s Libeary 2 2 AutoTest - < g Seleat ~ # Colour Palette {ayout c 7

The existing Agenda slide(s) will be deleted and replaced with a new Agenda, which appears after the cover
slide. In the case of repeating agendas, all dividers will reflect the update.

Note:

The Update All option on the Update sub menu updates the Agenda AND all linked tables and charts within
the presentation.

Creatle
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7. Inserting Pictures

All pictures should be inserted into placeholders. Use the Picture button in the Insert group onthe Cr e at e E
8.0 tab, to help you do this.

1. Position your cursor inside the placeholder

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8ele¢t Picture

O 7 atenda ap Shap A Oatasource | _|1uplayout (@ I, Heip
7 F — Blank raction *:‘.A.), 7 2Up Lsyout r o Uter Satting
New Document nange - About Pres
i ect out | CXUpdate » 34 Up Layout | Creste Cy Unregister

3. The Select Picture dialogue will appear. Browse to the location of the file you wish to insert
4. Select Open

The picture will be inserted in the placeholder sized to fit proportionately. If necessary, click and move your
picture into a suitable location within the placeholder (e.g. centre) and resize manually
Note:

This function will scale the height and width of the picture proportionally to the original image and will be
anchored to the top left hand corner of the placeholder i it will not necessatrily fill the placeholder. If you wish to
rescale the picture select the picture, click on a resize handle and resize accordingly.

LICdlC
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8. Inserting AutoText

The Cr e at e EAudTedt menu contains the most frequently used styles and objects that make up a
PowerPoint slide.

urce  _|lUptlayout @ K}, Heip
) » . Settin
ut

2 Up Lsyout er 54
2Up Layo -

Abo esentation
a0 out -t
a4 Uplayout | Creste ~ Unregister Solutions

Inserting a Slide Title

The Title AutoText entry will insert a Slide Title text box in the correct position on the slide. The user can then
type directly into the Slide Title text box, or copy and paste the title text into it.

1. From the Insert Slide or Object grouponthe Cr e a t e Bab Bhod3e AutoText, Title

) 0 4 Stide No's [ T

7] Filename
New Dotument Slide
Setup Draft Layout «ws Library

: Xy —— Make Title A 1t M (el
! Swap Shapes yd Make Title 2 A DstaSource  _J1Uplayout ¢ i Help
o /" Fraction A make suttite —— o Package = 2 Up Layout

r Format "mr.}»
< Select - #5 Colour Patette |y0s (N Update - B

A Slide Title text box will be inserted in the correct position on your slide
2. Type in your new Slide Title OR

If you wish to format existing text; select the existing text, Edit, Copy, select the text in the new AutoText
entry and click on Edit, Paste Special, Unformatted Text

This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

Inserting a Slide Subtitle

The Subtitle AutoText entry will insert a Slide Subtitle text box in the correct position on the slide. The user can
then type directly into the Slide Subtitle text box, or copy and paste the subtitle text into it.

1. From the Insert Slide or Object grouponthe Cr e a t e Hab 8hodde AutoText, Subtitle

de No s %) Cale A - > 5 g, s o3 A - 13 A Jats Sourc 1L out ol 2l -
) G 4| Slide No's | 1¢) Calendar =i ! Swap Shapes Sy Make Title b M DstaSource _JiUplayout @ [ Help V
g 7| Filename | Blank o */" Fraction 4 Make Suttite —— oy Package = 2 Up Layout B @ User Setting '
Ne Dotument Shia Divider n Format Change ~ About Presentation
Setup Draft Layout «wa Library ¢ Select - 5 Colour Palette |av010 B Solu

\
%, Work In Frogress
i3 Bulleted Test Box

A Slide Subtitle text box will be inserted in the correct position on your slide
2. Type in your new Slide Subtitle OR

If you wish to format existing text; select the existing text, Edit, Copy, select the text in the new AutoText
entry and click on Edit, Paste Special, Unformatted Text

Create
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This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

Inserting a Source

The Source AutoText entry will insert a Source text box in the correct position on the slide. The user can then
type directly into the Source text box, or copy and paste the source text into it.

1. From the Insert Slide or Object grouponthe Cr e a t e Bab 8hod3e AutoText, Source

L

31 Swap Shapes i Make Title . AD
*/" Fraction M) Make Suttitie — &
Change -~

Kage

ange
iour Palette | yooe Update ~ 334 UpLayout | Creste x Unregister

A Source text box will be inserted in the correct position on your slide
2. Type in your new Source OR

If you wish to format existing text; select the existing text, Edit, Copy, select the text in the new AutoText
entry and click on Edit, Paste Special, Unformatted Text

This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

Inserting a Callout Box

A Callout box is a text box used to highlight small amounts of text on a % layout slide. The Callout AutoText
entry will insert a Callout text box in the correct position on the slide. The user can then type directly into the
Callout text box, or copy and paste the callout text into it.

1. From the Insert Slide or Object group on the Creat e E &b ¢hoose AutoText, Callout

) Cwvap & es 4 Make Title
y Swap Shapes "y Make Title

A Make suvtitie

¥y Colour Palette

A Callout text box will be inserted in the correct position on your slide
2. Type in your new callout text OR

If you wish to format existing text; select the existing text, Edit, Copy, select the text in the new AutoText
entry and click on Edit, Paste Special, Unformatted Text

This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

Inserting a Message Box

A Message Box is a highlight box at the bottom of your slide. It is used to illustrate the key message of your
slide. We recommend that this remains in the assigned position at all times to ensure consistency within your
presentation. There are several sizes and positions to choose from

7 .ICdilC
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1. From the Insert Slide or Object grouponthe Cr e a t e Hab Bhodde AutoText, Message Box

2. Choose and select the required size and position

A Message Box will be inserted in the correct position on your slide
3. Type in your new message text

OR if you wish to format existing text; select the existing text, Edit, Copy, select the text in the new
AutoText entry and click on Edit, Paste Special, Unformatted Text

This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

Inserting a Placeholder from AutoText

The Placeholder AutoText entry will insert a placeholder in the chosen position on the slide, ready for content
to be added. If an entire slide containing placeholders is required, use the Slide Layout function.

1. From the Insert Slide or Object grouponthe Cr e at e Bab Bhodse AutoText, Placeholder

2. Choose and select the required size and position

G 7| Stde p M0 Calendar g gen I~ 4 i Make Trtte A A OstaSource |1 Up Layout (R & Help
B a W ria s - o & Package 3 2 Up Layout B @ User Setting
N D Slio Divider | F g Change 3 About Pre
i t e Lib + | 3 AutoTest = Colour Palette |ynut (M Update ~ 334 Up layout  Creste - Untegister 5
" t
M il

-
1 Pusceholder , Full Width
(=]

Title Single

A placeholder or a placeholder title will be inserted in the correct position on your slide

Inserting a Section Tracker

A Section Tracker can be inserted in the header of the slide and is used to highlight the current subsection
within a section. We recommend that this remains in the assigned position at all times to ensure consistency
within your presentation. Note: the section tracker has to be completed manually, i.e. it does not pick up the
subsection names automatically.

¥ Lreale
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1. From the Insert Slide or Object grouponthe Cr e a t e Bab Bhodse AutoText, Section Tracker

0 4 Stide No's | [1%) Calends . 3 Swap Shapes S Make Title A% gy DataSource _J1Uplayout @@ [ Help V -

g 7] Filename ' lank =" /" Fraction A Make Suttitie =) & Package = 2 Up Layout » @ User Setting r

Nev ent Slice Format Change o About Pres n
Draft tayo G ¥ ur Palette g0 OF Update 34UpLayout | Creste ' Unregiste Py

Dotumer
Setup

,
& Work in Progress
i3  Bulleted Test Box

A Section Tracker will be inserted in the correct position on your slide
2. Type in your text i.e. the subsection titles (using the highlighted box for the current subsection)

OR if you wish to format existing text; select the existing text, Edit, Copy, select the text in the new
AutoText entry and click on Edit, Paste Special, Unformatted Text

3. Copy and paste the section tracker onto the relevant slides within your first subsection and the first slide of
your second subsection

The highlight colours on the section tracker will have to be updated manually

Note:
The section tracker has to be completed manually i.e. it does not pick up the subsection names automatically.

Inserting a Reminder

The Reminder Aut oText entry highlights existing text as red
add visual reminders or comments to yourself or others.

1. Select the text to be used as a reminder

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8hod®e AutoText, Reminder

4| Siide No's | (@) Catendar & wi) D) Swap Shapes Sy Make Title Ay 1 upLy @y & Hep
0‘ 7| Filename ) | Blank - ¢ */" Fraction A Make Suttitie == = 2Up Layo » ol thin
New Dotusent Slice Divider n Format Change About
Setup Draft Layout «wa LiDrary . "3 a ) our Palette |40 324 Up Layou Create  x Unregister
The text will remain in the same position and become hi

Highlighting Text as WIP

The Work In ProgressAut oText entry highlights existing text as r
1. Select the text to be labelled as WIP

LiCdlc
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CREATEE 8. 0 FRBANIP OWE Inserting AutoText

2. From the Insert Slide or Object grouponthe Cr e at e Hab 8hodde AutoText, Work In Progress

0 4] Siide No's | [1%) Catendar JI {5 Agenda ¥ -=‘] st D) Swap Shapes S Make Title A A Dot Source  _J1Uplayout @y [ Help \ -

e Z| Filename ] Blank B Acture : TR “d /" Fraction A Make Suttitie L) & Package = 2 Up Layout | » User Setting '

New Dotument slice Divider Insert Format . change About Presentation
Setup Draft Layout «ua Library - | 3 Autolest - v i3 Sefect ~ 7 Colour Palette |yos (N Update = 24 Uplayout | Creste 'y Unregister Canaions

- Fresentation | 1sert Shde "4 Tle bie inking sick Slide reate

A subtitie

wc Source

Callout

& Message Box

7] Flacencider

B Section Tracker

The text will remain in the same position and become

Inserting a Bulleted Text Box
A Bulleted Text Box is a pre-formatted text box containing bullets, and is available in AutoText.

1. From the Insert Slide or Object grouponthe Cr e a t e Bab 8hodde AutoText, Bulleted Text Box

0 4 Stide No's | [1%) Calendar _:}I {2 Agenda ¥ ='I H) 7 Swap Shapes e Make Title Ay Dats Source  _J1Uplayout (e [ Help =
% _"d . | ‘ & .
d i Fraction == Package = 2Ug o User Setting

7] Filename ] Blank ¥ ~aure s A Make Suttitie Layout
Change About Presentation

Docusent slide Dinider Insert Format . 9
Setup Draft Layout 4&a Library - |3 Autotest + g #5 Colour Palette |y0s (N Update - 34 UpLayout | Creste x Unregister Solutions
- Presentation | sert Shdeord Ay Tle Die wick Slide reate
A4 subtitie

mc Source

Callout

s Message Bax

"] Flacencider

B Section Tracker

A text box containing preformatted bullets will be inserted in the correct position on your slide

2. Type in your text, OR

If you wish to format existing text; select the existing text, Edit, Copy, select the text in the new AutoText
entry and click on Edit, Paste Special, Unformatted Text, OR

This will ensure that the text takes on the correct new formatting rather than retaining the existing formatting

uiCdlc
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9. Markers for Maps

Slides containing a selection of preformatted world and country maps are stored in the Library Slides. There are
a number of map markers or points you can add to a map to indicate a city, country or region.

Selecting a Map Point Type
1. From the Insert Slide or Object grouponthe Cr e a t e Hab 8ele€ Select Map Point

7] Filename | Blank B Pictuee . */" Fraction = iy Package = 2Up Layout ' User Sestings

Slide Diwsder aRegrt Format About Presentation
Drant Layout ssa Library v o AutoTed * v s | Nupdate + 334 Up Layout | Create 2010 Untegister Solutions

Y] side No's | Bi)cCalendar ) P4 Agenda P —‘i o 35 5wap Shapes 4 Make Title 1) # DataSource | |1 Up Layout o I, Help =
(T | 3 = e scaene BB b W

¢ Select * ¥ Colour Palette |5y

)
A
o)
o)
o)
.[.’

= 2
@
»

1. From the dropdown menu click on the right triangle by the map point you require. A colour palette for the
point will appear

2. Select a colour from the palette. A map point will appear in the top left corner of your slide
3. Click and drag the map point onto the map in the required position

This will now be the default map point style until a new one is selected

Inserting a Default Map Point
1. From the Insert Slide or Object grouponthe Cr e a t e Hab 8ele@ Insert Map Point

0 7 Slide No's [ie) Catendar ol sgenda - bl 74 Swap Shapes ‘4 Make Titie Ay g OataSource [|1Uptayout (Rngs (K} Heip \ =
71 Filename — Blank —-] B Scture D £323 ‘A "/" Fraction 41/1-..., Sublitle Q Package 1 2 Up Lsyout ' o Uter Settings r
N Document Diic Insert Format . Change | o - About Presentatic
Setup Dratt Layout +s% Libracy »  d AutoText - - o Select ~ 73 Colour Palette | ayout Update ~ 334 UpLayout | Creste -y Unregister Solutions

2. A map point (the same as selected before) will be inserted in the top left corner of your slide. Click and
drag the map point onto the map in the required position

Note:

If an AutoText map point is chosen (A or 1), subsequent map points which are inserted via the Insert Map Point
function will contain the next letter or number i.e. B, C, D etc or 1, 2, 3 etc.

CICdlc
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10. Tables

To insert and format tables, use the options available in the Tables grouponthe Cr e at e Bab.8The6e have
been created to reduce formatting time and aid consistency within your presentation. All tables should be
inserted into placeholders. We do not recommend using native PowerPoint to insert tables.

0 7l Stide No's o) Calendar oo igenda - b 3 Swap Shapes 4 Make Titie as M Oxtasource | |1Uplyout @ I, Heip \ =
7l Filename — Blank —l B Picture s | o /" Fraction 4 maresubtitle —— | Package 3 2 Up Layout o Uter Setting |
New Document Shige Divider nsert Format s Change . About Presentation
Setup Draft Layout +e% Libracy - 4 AutoText - - o Select ~ 3 Colour Palette gyt R update ~ 334 UpLayout | Creste -y Unregister Solutions

Inserting a Blank Table

We recommend you use the Cr e a t e Bab & infert tables as the function will format them for you. All tables
should be inserted into placeholders.

1. Position your cursor inside a placeholder

2. Fromthe Tables grouponthe Cr e at e Hab 8ele€ Insert

O 7 Slide No's [ie) Catendar ol sgenda ¥ ] bl 74 Swap Shapes ‘4 Make Titie Ay gy Oatasouce [Jiuplayout gy [ Help
J ame —J B Sicture 3 L "6 "/" Fraction 44,1-...@”-\, B Q:-“.,. ! 2 Up Lsyour o User S
New Document Shige Divid - nsert | Format s Change ~ L Abot ese
Setup Dratt Layout +e LiDrary - 4 AutoText ~ - o Select ~ T3 Colour Palette |yyout Update ~ 24 UpLayout | Create -y Unregister Solutions

The Insert Table dialog will open

Insert Table
Table Souice
Rows Columnz
(%) Blank Tabie 4 M K4 =
[ro dista)

§Create ([ G ]

3. The option Blank Table should be checked. Enter in the required number of rows (total number including
heading rows) and columns then Click OK

4. A blank, pre-formatted table will be inserted in the placeholder

Type text and data into your table data as required

Inserting a Row in a Table
Use native PowerPoint table tools to insert rows in a table.

1. Place your cursor in the row next to which you wish to insert the new one. Go to the Table Tools Layout
tab (which will appear automatically when you click into the table) and from the Rows & Columns group
choose Insert Above or Below as required

2. If you have changed the height of any rows, you may want to redistribute them evenly later. Select the
rows you want to format. Choose the Distribute Rows button
Compressing a Row in a Table

This function reduces the row height of the selected row/s or the whole table if more space is needed to fit in
more data or your table no longer fits the available area

Create
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1. Select the rows you want to format (we recommend excluding the heading row)

2. Fromthe Cr e at e Etab&lickoon Format Table and select Compress Row from the submenu. If the
table still does not fit the area, then consider reducing the font size of the whole table

Inserting a Column in a Table
Use native PowerPoint table tools to insert columns in a table.

1. Place your cursor in the column next to the one where you wish to insert the new one. Go to the Table
Tools Layout tab (which will appear automatically when you click into the table) and from the Rows &
Columns group choose Insert Left or Right as required

2. If you have inserted or deleted columns, you may want to adjust the width of some or all of the columns.
Select the columns you want to format. Choose the Distribute Columns button
Compressing a Column in a Table

This function reduces the column width of the selected column/s or the whole table if more space is needed to
fit in more data or your table no longer fits the available area

1. Select the columns you want to format

2. From the Format grouponthe Cr e a t e Eab 8ele€ Compress Column from the submenu. If the table
still does not fit the area, then consider reducing the font size of the whole table

O ¥ Slide No | [ie; Catenda J‘ Agendas » -y - ’,:‘-- sp Shapes \71!'_-.5 Tatle 4 DstaSource |1 Up Layout ™ i Help
Y Pite . " | K21 ’ s t

‘“!:l::e = 2 Up Layout @ User Settings

Docume Sude Dividet ¢ Change About Presentation
Setup Draft Layout s ea Library v d AutoTest ~ . ig Select ~ #: Colour Falette 1ayour | O Update = S54UpLayout  Cregte 2010 y Unregister Solutions

Format Negative Number

Inserting Table Data from the Clipboard

You can populate your table in PowerPoint with Excel data from the Clipboard. Cr e a t e BEwill@reade a link
to update the data if it changes in Excel.

1. In Excel, copy your data range (CTRL+C)
2. Go to your presentation in PowerPoint

3. Position your cursor inside a placeholder
4

From the Tables grouponthe Cr e at e Bab 8ele@ Insert

0 7 Slide No's fie) Catendar okl igenda = 5 44 Swap Shapes 44 Make Titie Ay gy Oatasouce [|iuplayout gy [ Help \
J! Filename B "/" Fraction 44/1 e chage d 2 Set "

imer (v ' mal S
Setup Draft Layout +e% Library - 4 AutoText ~ - o Select ~ 73 Colour Palette gyt
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The Insert Table dialog will open

Insert Table &
Table Sauice
Rows Colurnnz
() Blank Tabie 4 M K4 =
(%} From Clipboard

ChDocuments and Setbings Al UsershT ables Chaits slsx
Shest1'81:04: 3x 4

§Create ([ G ]

5. The option From Clipboard should be checked and the range of the data you copied should be displayed.
Click OK

Your data will be pasted into a formatted table within the placeholder in PowerPoint with a traceable,
updateable link to the source.
Exporting Table Data from Excel to PowerPoint

This function copies a range of data from an Excel worksheet and pastes it into PowerPoint as a formatted
table. Once in PowerPoint, the Excel data source details can be viewed and the data can be updated.

1. In PowerPoint position your cursor inside a placeholder

2. Go to Excel and select the cells containing the data. From the Send Table To grouponthe Cr eat e E 8. 0
tab select PowerPoint and Fully Formatted

Ribbon in Excel

The data will be pasted into a formatted table within the placeholder in PowerPoint with a traceable, updateable
link to the source.

Note:

If the data changes in Excel, you can update the linked PowerPoint data via the Update i Update Charts &
Tables buttononthe Cr e at e Hab & PdwerPoint.

Inserting a Table from Excel as a Linked Picture

You can create a table from a selected range in Excel and send it to PowerPoint as a linked picture. The
function will proportionally size the table to fit the selected placeholder. Once the table is in your document, you
can click on the corner handles and resize. When the data is updated in Excel, the picture will be replaced and
display the updated numbers if you run the Update function.

1. Place your cursor in a placeholder in PowerPoint and go to Excel

2. In Excel, use the Format Table function to format the table so that it will match your PowerPoint tables.
Save your workbook

3. Copy your data range

Creatle
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4.

Ribbon in Excel

I Copy Subset of Data 2, 1 ’ B  H- = & - M -
¥ Multiply by - I’\ a t t T Tih ik
Insert  Format  [PowerPoint For Fou For

~7 Word
7/ Divide by * » Excel = PowerPoint - Word *

Footnote = Table -
" } Chant

in s Fully Formatted

From the Send Table To groupontheCr e at e Bab8ele@Power Poi nt ¢

B @ JnA D Fie Chart Labek:s 2k Remove Data Labels %- &, Heip
ith b |
v ¢ . o Average A2 Switeh A u Unreguter
PowerPoint Word  Custom Add Data E About
3 Chant ¥ s Splitter tabels T Set Avis Labels Create 2010

Send Chart T Charting Tools

Tables

Picture

L4

Prasertation
Seiutions

Urnformatted (Office style!

As Pucture

Your data will be pasted as a picture into the placeholder with an updateable link to the source data

Hiding Excel Error Indicators

If your table contains error indicators, you may want to turn these off so they are not visible in your table

picture

1. From the Office button, select Excel Options,

Formulas

Indicaba gersen uning this caler ﬂ -
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2. Uncheck the Enable background error checking box and click OK

The error indicators will now be hidden and you can recapture your picture as per the steps above (if you have
an image you want to replace in PPT, simply click on this and Excel will replace the image and link)
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Formatting Tables

There is a selection of formatting options that can be applied to the tables in your presentation. Using these
formatting options will save you time and aid consistency within your presentation. You can preview the options
before applying them. Options available include changing the table style (i.e. from numeric to text) highlighting
a row with fill colours or applying specific styles to a row or column.

| 0: ¥ slide No's [53] Calencar J-. E Agenda & j b | 73 5wap shapes N4 Make Titke 2 gyDataSource [_|1Uplayout @y I Help “‘r
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- = 4 Filename [ ®1ank W Picture 5 /" Fraction A Make Subttfe ) & Package 5 2 Up Layout @ User Settings
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Setup LI Draft Layout s Library « o AutoTest + ) W Seleat ~ 5 Colowr Palette 1aor (N Update ~ 334 Up Layout  Craate "y Unregister Sobutions
Presentation Insert Slide ot Object TSt @R Whole Tadle Linking Quick Stides Creste
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Compress Column
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Compress Row

farmat Negative Numbers

Formatting a Whole Table

1. Place your cursor in the table or in a particular row to be formatted. From the Format group on the
Cr e at e HabB8ele@ Format Table, Whole Table

p| 0: V| slide No's [W]caencar  Ja [ Agenda @ j bl | 23 5wap Shapes e Make Titie B gyDatasource [_]1Uplayout @y I Help =
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The Select Table Format dialog will open
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Numesic

Numesic - with totals row F
Numesic - no headng row

Numesic - no headng row - wath totals

Numesic - Sources & Uses of Funds

Numesic - alteenating shaded row

Numesic - altesnating shaded row - with totals

Numesic - no borders

Numesic - no borders - with totals row

Numesic - sold headng row o
AL

s smnmsin  anlad oo nlono smiie oot bad ube

Set Font Size [¥] Set Alignment

- . - - o
wiras - L LR

i - . -

g Create

2. Select the type of formatting required from the list. As you click on each option, a preview will be displayed
below

3. To apply the default font size, check Set Font Size. If you wish to retain a particular font size that you have
applied previously, leave this unchecked

¥ Create
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To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that
you have applied previously, leave this unchecked

Click OK to apply the change and close the dialogue, or Apply to apply the change and apply further
changes. When you have completed your formatting, click Cancel to close the dialogue

Formatting Selected Rows or Cells

1. Place your cursor in the table or in a particular row to be formatted. From the Format group on the
Cr e at e Hab Bele& Format Table, Selected Rows or Selected Cells
] 7| Slide No's [T Calencar e Agenda - - i T35 5wap Shapes ¢ Make Title A £ Data Source Jiuplayout @ i, Heip =
O' 7 Filename J | ®tank J W Picture 5 —1 A /" Fraction A Make Subtaie J & Package - 2 Up Layout » » User Settings “r
Document Shide Dwider Insert Format o Change - About Presentstion
Setup Draft Layout aws Library . A AutoTest * ) Selet ~ 73 Colowr Palette ayor O Update - S04 Up Layout  Craate "y Unregister Sobution
B Selecte
#]  se
rk
fili Compress Column
= Compress Row
format Negative Numbers
The following dialog will open
"+ Select Cell Format &3
Thama
‘whhale: Tabls | Cell Formatting | Fil & Font Codowr | Fil Colour Oinly
T able Bullet A
Table Bedy Tedt
Table Body Test - no boiders
T able Body Mumenc
I able Body Mumenc: - no booders
T abds Body - [bahic
T abda Body - [talic - no botiom bordar
Altamating Shaded Row
Sengiliviy Tabke Heading [lop)
Sensilivity T abke Heading [left] P
Set Font Size [#] Set Alignmerk

Select the type of formatting required from the list. As you click on each option, a preview will be displayed
below

To apply the default font size, check Set Font Size. If you wish to retain a particular font size that you have
applied previously, leave this unchecked

To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that
you have applied previously, leave this unchecked

Click OK to apply the change and close the dialogue, or Apply to apply the change and apply further
changes. When you have completed your formatting, click Cancel to close the dialogue

Removing Table Formatting

1.

Place your cursor in the table from which you wish to remove formatting

Create
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2. From the Tables group onthe Cr e a t8# Hab select Format, Whole table
3. Select the first formatting option from the list (this will be the default table style)
4. Click OK

Removing Row or Cell Shading

1. Place your cursor in the row or select the cells from which you wish to remove shading

2. Fromthe Tables grouponthe Cr e at e Hab 8ele& Format, Selected Rows, or Selected Cells
3. Select Fill & Font Colour OR Fill Colour Only from the list

4. Choose White

5. Click OK

Note:

Use the native PowerPoint Tables and Borders tool when inserting/deleting rows or columns, merging/splitting
cells or aligning text within rows (top, bottom, middle) and distributing columns or rows evenly.

Pasting a Subset of Table Data

There is an option to paste over existing data in a table, with new data from Excel. This is useful if you have
already formatted a table in the PowerPoint presentation and the data changes. However, if the new data is not
part of the original source data, the table will still be linked to the original data, unless you disconnect the link.

1. In Excel, highlight the cells that you wish to paste into your PowerPoint table

2. From the Format Worksheet grouponthe Cr e at e Hab 8ele Copy Subset of Data

Ribbon in Excel

3. In PowerPoint, place your cursor in the first cell of the table where you want the data to appear

4. From the Tables grouponthe Cr e at e Hab 8ele@ Format, Paste Subset of Table Data

0 7] Slide N | 12} Catendar | gend 5 — )5, Swap Shapes Syl Make Tatle " os
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@ User Se
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The new numbers will replace the old and any formatting of columns and rows in your PowerPoint table will be
maintained. This newly pasted data will not be linked in any way to Excel source data (see notes).

Note:

After replacing a section of data in this way, if the table was originally linked and the source is updated, the
figures from the source data will overwrite the replaced selection (unless changed also in source data).

Formatting Negative Numbers

I f there are negative numbers in your table, these

7 LICAlC
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1. Select the negative numbers to be formatted. From the Format group on the Cr e at e Etab8seldxt
Format, Format Negative Numbers

3 0 (9] stide No's [1%; Catendar | ElAgends & = y 25 Swap Shapes W Make Tale ]_’,\: M DstaSource |1 Up Layout p" & Hetp ﬁ
) / : ] | "o 2H - o
ol = [J Pilensme [_JBtank B Fictuee v | /" Fraction A Make Subtitie B & Package 5 2 Up Layout » User Settings
New Document Side | Divider Insert [Formst > Change ot About o Presentation
Setup || Dmaft Layout «we bibrary - & AutoTest ~ |~ i Select ~ £ Colour Falette aout (" Update « Dot UpLayout  Create 2010  x Uneegister Solutions
Fresentation Insert Slide or Object

TOE @ whote Table Linking Quick Slides Create 2010

#4  Selected Rows

Ml Selected Cems

K5 Paste Subset of Data
Tl Compress Column

#5  Compress Row

Format Negative Numbers

The selected numbers wildl be formatted to your company?d

Create

Presentation ol tons | 32



11. Formatting your Presentation

As well as the functions for inserting layout and library slides and for inserting exhibits, there are further
functions available to assist in formatting those slides and exhibits.

7 Slide No's [i0) Catendar oo Agenda - b 41 Swap Shapes 44 Make Titie -« 4, Heip =
G 4 Filename ey Blank J B Sicture 3 —j ‘-M . J tion -ﬁ/v-.., Sublitle — r ol ting \’r
N Document Slhice Driger Insert Format ~ Change About Presemtation
Setup Draft Layout +e% Libracy - 4 AutoText ~ - £3 Colour Palette | gyout R update ~ 334 UPLayout | Creste -y Unregister Solutions
Swap Shapes
You can select two shapes or objects (e.g. a table, chart, picture, text) and swap their location.
1. Select two items to be swapped
2. Fromthe Format grouponthe Cr e at e Hab 8ele€ Swap Shapes
¥ Slide No o) Calendar oo Agenda h A Oatasource _|iuplajout @ 5, Heip
0 Fil Blank J B s — * ackag Up L r o\ ting \’r
N Do T Diw e ot gi . IR TR | aoiiie e ot L e e s MUY About Yesematic
tup Draf ayout +es Library 4 AutoText out O Update » S04UpLayout | Creste |y Unregister Solutions

wick Slide

The two items will be transposed

Inserting Fractions

In Microsoft office, only %, ¥ and % can be inserted via the symbol tool (or by typing the figures and having
AutoText automatically reformat them for you). The Format Fraction function enables you to format other
fractions within the text of your presentation quickly.

1. Typeinthe figuresastextwithai/ 6 to indicate the fraction, e.g.
2. Select the text to be formatted as a fraction
3. Fromthe Format grouponthe Cr e at e Hab 8ele€ Fraction
7 Slide No's [i0) Catendar oo Agenda - b 41 Swap Shapes 4 Make Titie Yy “ £ Help e
- r-G [ Filename | — Blank _—’\ B Ficture s —J “d /" Fraction % Make Subtitle _7’*’) » ‘:‘ tng \’r
etop C100f | ou dalbray ot @ Auotea- | PO £ Calou Palette {apout Creste “uUnregiter | sonmons.

Your text will be formatted as a fraction

Note:

You may need to refresh your screen to display these correctly. Pressing Page Up then Page Down will
normally do this. Alternatively, view the page in Screenshow format or Print Preview.

Selecting Multiple Objects

The Select function helps to select multiple objects for simultaneous updating of fill or line colour, shape or
formatting.

1. Click onto one of the objects with the formatting element you wish to use as your selection basis (Note: all
objects must be ungrouped for the Select function to perform correctly)

2. From Format grouponthe Cr e at e Eab 8lick®@n Select

7] Slide N¢ [i5) Calendar o Agenda e 1 4% Swap Shapes W Make Tale W £ Data Source
Q =] o | R .5 (=0

4] Filename (] ®iank W Picture ¥ | | et " /' Fraction ) Make Subtitle =y Package \1"’
New Dotument Slide Dimder Insert Format " Change o yesentation
Setup Dnnt Layout we LiDFAY v - AutoText ~ v £ Select * 25 Colour Palette [auout | (% Update ~ jutior
777:77_.77‘::77 ) t 1e 0je + 4 Table —] f. By colour ,Iz Linking x S
By line style
W 6y shope
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3. Choose By Shape, By Colour or By Line Style. All the objects with the same selected attributes will be
selected, ready to recolour, reshape, etc.

4. Make the required change

Making Text a Title

You can select text within a page and choose to make it a slide title 7 the selection will be cut and pasted into
the slide title placeholder and formatted.

1. Select the text you wish to move into the Title placeholder

2. From the Format grouponthe Cr e a t e Eab 8ele€ Make Title

0 7 Slide No's i Catendar o [l Agenda @ Ay gy Oatasource _|1lUptlayout (g (B Help a
41 Filename — ] Bank J W Picture s == @ Package 1 2 Up Layout 2 o Uter Settings \3"
N Documer Shce Divider n o . hange | o . About Presemation
Setup Dratt Layout +s% Libracy - 4 AutoText ~ - o Select ~ *3 Colour Palette syt Update ~ 334 UpLayout | Creste -y Unregister Solutions
! bject uck Slide

3. Your text will be cut and pasted into the Slide Title position and formatted

Make Text a Subtitle

You can select text within a page and choose to make it a slide subtitle i the selection will be cut and pasted
into the subtitle position and formatted.

1. Select the text you wish to move into the Subtitle position

2. Fromthe Format grouponthe Cr e at e Bab 8ele€@ Make Subtitle

0 i Stide No's [ie) Catendar | igenda ¥ - bl 2 taSource __|1Uptayout (Roge [} Help =
7 Filename — Blank —] B Picture 3 [F £ "/* Fraction = 2Up Layout o User Settings w
N Do ' Shide Divider Wsert Format Chang - Abou! Presentation
Setup Draft Layout +es Libracy - 4 AutoText - = o Select ~ U e~ 234 UpLayout | Create -y Unregister Solutions
L Object wick Slide

3. Your text will be cut and pasted into a Subtitle position and formatted

The Colour Palette

Your companyo0s cnilableuan the @t e &t e Etab8 Thére are two palettes available; the
standard colour palette and the maps colour palette.

0 7 Slide No's [0} Catendar o) 5l Agenca - bl 24 Swap Shapes ‘4 Make Titie A gyOatasource [[1uptaout (g [ Hein =
J! Filename — [_] Blank —J B Picture 3 —] ‘A /" Fraction 4 Wtle — * Package 1 2Up Layour o User Settings “'
N Documer Shige Divider [’ Format Change | o - About Presentation
Setup Dratt Layout +e% Libracy - 4 AutoText ~ - o Select ~ Layout Update ~ 234 UpLayout | Creste i Unregister Solutions
I bject wick Slide

Standard Colour Palette

Youcan fAdragd a copy of the palette onto your desktop
hierarchy begins in the first square. If you hover your cursor over the colour, the name of the colour will appear.

1. Select the object you want to colour

2. From the Format grouponthe Cr e a t e Eab 8ele€ Colour Palette

] 0 J Shids Na's M| Calendar ok I=| agerda ¢ = L, Swap Shapes W Make Tile o R Diata Sauce ]1 U Lagaut - L Help -H =
J ¥ Filename Blank J B Picture ¥ —I M /" PFraction My Mace Subditle EE &y Pacicage 5 2 U Layout » s User Settings r
Hew Diocument Shde Dirvidier Insert Format b - Lhange 14 About Presentatior
SHUp Diradt Layout aew Lirany = o AutoTedt = : Ly select = #5 Colour Palette [auns  OW Update - 154 U Layout | cregne poip  “x UnTEgister [y —
Tabds Faimat l fe Ci 2
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3. Choose the colour you want to apply to the selected object

Note:
Check the library for pre-formatted slides that might assist in the creation of your object/drawing.

Colour Palette for Maps

The map colour palette has been designed for formatting map fills and highlights using a specifically adapted
version of yourcompany 6s col our s .copYy ofthe paktte orfiodyoua desktoppand it will remain
there until closed. The function is available on the Cr e at e Etab8Preformatted maps are available in the
Library Slides.

1. From the Format grouponthe Cr e at e Hab 8elec Colour Palette

2. Click on the Map button on the top right of the colour palette

@ Z Stide N 73] Catendar J Agenda I 4 —-' ‘d 23 5wap Shapes ¢4 Make Titke A2 g} Data Source ] 1 Up Layout \0._, &, Hep
7! Filename — Blank B Picture 3 =Y /" Fraction -‘A/-mr-.ww - & Package 1 2Up Layout o User Setting
Document Shide Divice Insert Format 4 change About tatso
el Drast Layout «en Library (@ AutoTest - * ; Select ~ “ Colour Palette [apny O Update - J4 Up Layout | Creste 2010 x Unegister o
Map

EEEN mm
ErEEEREEEN
=

3. Select the object you want to colour (the pre-formatted maps in the Library Slides are grouped, click once
on the map to select the whole map, click again to sub-select the country you want to colour) and choose
your fill colour from the Map palette

4. Use the Map Palette for re-colouring the default country fill and border colour

5. Toinsert map markers see Markers for Maps.

Note:
It is recommended to use the colours in the order shown (left to right).

Changing a Slide Layout

This function will change the layout of certain slides in your presentation. For example, you may wish to change
the layout of your slide from 2 vertical placeholders to 2 horizontal placeholders. Please note that content in the
placeholders (e.g. text, tables and charts) and placeholder titles will be carried across and resized to the new
slide layout, any other objects (e.g. logos, diagrams and shapes) will be picked up and placed in the same
position and size on the new slide layout.

1. Go to the slide for which you wish to change the layout

2. Fromthe Format grouponthe Cr e at e Hab 8ele€@ Change Layout

0 7 Slide No's fie) Catendar ol sgenda - 4 Swap Shape
J1 Filename — Bdan —p Pictute 3 1721 ‘l‘( "/° Fiaction
imemt Shde Divide Inse Formal

Draft " Yext +

FE 2
)
g
‘
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The Select New Layout dialog will open

Select Mew Layout

Single M Widih

Single ¥ Width: Test Drily

Single Full'width

Single Full'wict Test Ony

Single Test Orlp vith Flow Graphic
Single 2 Test Orly with Flow Graphic
2Up

2 Upr Test Ordy

2 Ugr Test Leit

2 Upr Teut Right

2 Upr Homzaonial

2 Up Homzaonial Teut Bobhom

2 Up Homzoniasl Teut Teop

2 Up Homzantsl Taxt Onip

JlUp

3 Up: Test Ordy

3 U 2 Small L=it, 1 Righe

il 1| e Bl Bk

Create

Select the new layout required

Click OK

Formatting your Presentation

The layout of the slide will change according to the new layout selected, and the original content of the
placeholders adapted to fit the new placeholders in this layout

5. Check the content of your slide, especially any exhibits (such as charts) as they may need to be reinserted
in case of distortion in size

Note:

Any content in the placeholders (e.g. text, tables and charts) and placeholder titles will be carried across and
resized to the new slide layout. Any other objects (e.g. logos, diagrams and shapes) will be picked up and
placed in the same position and size on the new slide layout

¥ Create
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12. Excel Charts

There are a number of functions available to assist with creating, formatting and sizing Excel charts and for
transferring Excel table data to your PowerPoint presentation. By using these functions, charts can be linked
back to source data worksheets in Excel and you will be able to access them via the Data Source function to
take you back to your workbook.

Creating Excel Charts for PowerPoint

1. Onthe worksheet select the data to be plotted

2. Click on the native Excel Insert group and select the chart type you require

Ribbon in Excel

WP | O Qw5 @ A
otTab! ble Acture Chip  Shapes Smartist Sc of Column  Line Py Sar Area Scatte ine  Col Winlloss Shcer Myperin ot
A v - - v d v v o

A chart will be inserted on the worksheet i it is a standard Excel chart and can now be formatted to the correct
corporate style

Formatting an Excel Chart for PowerPoint

1. In Excel, select the chart

2. Click For PowerPoint, in the Format Chart group

Ribbon in Excel

I~ Copy Subset of Data
“* Multiply by -

/" Divice by *

About Presentation

3. From the dropdown menu, select the document type you are using in PowerPoint (Note: Printbooks are for
printing and screenshows are for projection)

The selected chart will be formatted to your corporate style, ready for inserting into a PowerPoint presentation

Copying Excel Charts to PowerPoint

1. Place your cursor in a placeholder in PowerPoint

2. Goto Excel (ALT+TAB), then select the chart to be copied to PowerPoint
3. Click PowerPoint, on the Send Chart To group

4. Select from the dropdown menu either Fully Formatted (and the document type you are using in
PowerPoint), Resized only or As is (and the document type you are using in PowerPaoint)

Ribbon in Excel

I~ Copy Subset of Dats 2%, 1 =) ] 3]
Ty AB 5 ¢ t :

"W Muttiply by - -

] s -
b ot g
F

PowerPoint Word  Custom

: Colour smat werPoint Wor !
/ Dwde by = Palette Footnote~ Table - - Excel = PowerPoint ~ Word *

Preview Fully Formatted »

Preview Resized Only

5. All three Send Chart To PowerPoint options paste the chart into PowerPoint and link it back to the source
data in Excel

uiCdlc
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Additionally:
Fully Formatted formats and resizes the chart to fit the placeholder in PowerPoint. This applies to all
charts created via the Native Chart Wizard

Resized Only resizes the chart to fit the placeholder only. This applies to all charts created via the Custom
Chart Wizard

As Is pastes the selected chart as it is in Excel, including the size of the chart
6. Save the workbook
The macro will copy the chart and paste it into your placeholder in PowerPoint, with a link back to your source
data in Excel
Editing Excel Charts in PowerPoint

As long as the chart in PowerPoint has been copied using the Send Chart To, PowerPoint function, the chart
is linked to the Excel data. Therefore, if you change the data in Excel and then use the Update function in
PowerPoint the changes will be reflected in your chart in PowerPoint.

1. Make the changes on the Excel worksheet
2. Save the Workbook
3. Go to PowerPoint and select Update, Charts and Tables from the Linking group onthe Cr eat e E 8. 0

G 7] stide Mo 2] Calenda Agenca s e 35 Swap Shapes ¥4 Make Title a 4 Data Source 1Up Layout (@ & Hen \ -
| [ | e » i
J| Piename i Blanik & B Ficture ’ | /" Fraction A Make Subtitie & Fackage = 2 Up Layout o User Settings »
0 Jocument Side Divid Insert Formal Change o About Fresentation
setup Draft Layout s Libeary 2 4 AutoTest + > g Select * T Colour Paette [y O Update * S54Up Layout | Create x Unregiste Solution
& A

£ Aoends

The macro will update the links from the Excel chart into PowerPoint

7 .ICdilC

Presentation 38



CREATEE 8. 0 FRBANIP OWE Linked Objects

13. Linked Objects

Once table or chart data has been imported from Excel it becomes a linked object in your presentation. In
PowerPoint from the Linking group onthe Cr e a t e Bab,8youCan update these linked objects, change the
source file or break the link.

0 7 Sude No's i) Calendar o) i Agenda P - il 34 Swap Shapes 44 Make Titse ) | g ostasource | ]1uptayout gy [ Hei =
J1 Filename Gron Blank —J B Scture 3 —-] “d “/" Fraction ) Make Subtitle —— & Package =} 2 Up Layout a o Uter Settings 0'
New Document Shide Divider Insert Format 2 Change . About Presemtation
Setup Draft Layout +e4 Library - 4 AutoText ~ - o Select ~ #3 Colour Palette | gyout = update ~ 334 UpLayout | Creste -y Unregister Solutions
P ! Format 0 2 Quick Slice reste

Viewing Linked Objects

Table data or charts that have been imported from Excel using the To PowerPoint Table or To PowerPoint
Chart function in Excel become linked objects in your presentation. If the data changes in Excel, then the
corresponding data or chart in PowerPoint can be updated to reflect the change. You can view a list of the
linked objects in your presentation at any time.

1. From the Linking grouponthe Cr e at e Eab 8lick®n Data Source

¥ Slde No's %) Calendar ok | ElAgenda — b 34 swap Shapes 4 Make Titie Y source] Jiuptyout @ 5, Heip =N
0« J1 Filename — ] Bank —p B Scture 3 —J ;"d /" Fiaction A Make Subtitle = P =} 2 Up Layout » o Uter Settings “r
New Documemt Shce Divider Insert Format ™ Change About Presemtation
Setup Draft Layout +es Libracy . 4 AutoText - - o Select ~ #3 Colour Palette |gyout % update - 334 UpLayout | Creste |y Unregister Solutions
P ! Object Format " 9 Quick Slidge
The Linked Objects dialog will open
“ Linked Objects okl
Shde | Type Source Filerame Range
2 T abla Excal C-MDocumants and Settings @l Uzers\Documaents\WWiodk \Chart & Tabl . Now 200008841
2 Chart Excal CADocuments and Setings, " Tt Tabll Mow 20000 Cht 1

Chanige Source Fils
Change Source Fange
Disconnect

Upslabe Obdgsct Froem Souros

¥ Create s

2. Select the object you wish to view
3. Right click, select View Source

Your cursor will navigate to Excel file, and the range location
Note:
Your Excel worksheet must be saved to affect any linked changes to data.

If you wish to view the source and make changes, you must ensure that no copy of the Excel file is open on
your (or another) computer. Ensure that the file that is openedisnot fA Read onl yo.

uiCdlc
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ldentifying a Chart in a Worksheet

If you are unsure which chart you are looking for in the Data Source list, you can identify the chart within Excel.
To do this, follow these steps:

1. Go to Excel and click on the chart

2. A new tab group will appear on the ribbon called Chart Tools, click on the tab in this group called Layout
3. Atthe right hand side of the ribbon you will see the Chart Name
4

This is the name that will appear in the Range section of the Data Source list, preceded by the worksheet
tab name

Lharflools

n Design Layout | Format &n a
| -| | | 11_11‘—| Chart Mame:
. e — | Chart1

hart Chart 3-D Trendline Lines Up/Down  Erfror
/all = Floor = Rotation ~ Bars Bars -
Background Analysis Properties
“u Linked Objacts M=), |
Shde T Soumce Filenare: T
1 Clrat E el Cohlhacumamin anad 5 senge Al Uner | sbies § Chowts e
@ Create

Changing the Source of Linked Obijects

Once table data and charts have been copied from Excel it becomes a linked object in your presentation. You
may wish to link the object to a different file or a different range of data. Note though that the range of data and
the worksheet tab must have the same name as the original data copied over, in order for this function to
perform correctly.

Changing the Source File of a Single Link
1. From the Linking grouponthe Cr e at e Hab 8lick®n Data Source

1 0 7 stide No's ; [7%) Catendar J_, Elagenda @ e Ll 3 swap Shapes ‘Y Make Titie iy “liuptayout  (ngg (4 Heip w
¥ [l Filename — ] Bank W Aicture s i B /" Fraction A Make Subtitle —— Package = 2Up Layout o User Settings
New Document Shide Divider Insert Format - Change About Presemtation
Setup Dratt Layout 45 Library - d AutoTest - = o Select ~ £ Colour Palette |yyout | (N Update - 334 Uptayout | Creste i Unregister Solutions

nsert Shide or Object Tables Format Linking Quick Slices Create

¥ Create
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The Linked Objects dialog will open

—

Shdx | Tupe Source Fileriame Ranhge

2 Table Excal C-MDocuments and Settings @l Uzers\Documents\WWiork \Chart & Tabl..  Mow 200008841
Wiew Source
Change Source File

Q¢ Source Fange
Discornect
Upsdate Objsct From Source
W Create

2. Select the object you wish to change
3. Right click, select Change Source File

4. Navigate to the new file location and select the file and click Open

Note:

The range of data and the worksheet tab must have the same name in order for this function to perform
correctly

Changing the Source File of Multiple Links

1. From the Linked ltems grouponthe Cr e a t e Hab 8lick®n Data Source

- )| ™ stigeno's [i%) Casendar E Agenda @ :j # 4 swap Shapes 4 Make Titie (37.,- m (1 Up tayout @ 4 Help i
j [ §3E: ; \ -
:
About

|
) Blank W Picture

’ [ Filename /" Fraction A Make Subtitle —— Package = 2up Layour » User Settings
New Documemt Shee Divider nsert Format o Change a0 - Presentation
Setup 1 Draft Layout +e% Library - 4 AutoText - - W Select ~ T3 Colour Palette |ayout Qundme P SadUplayout | (reste “y Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Slides Create
The Linked Objects dialog will open
Shde  Tupe Souoe Fiename Fiarge
_ m s“-r:E -

Change Source File
Change Source Rarge
[escannect

@ Greate

2. Shift+Select the objects you wish to change
3. Right click, select Change Source File

4. Navigate to the new file location and select the file and click Open

@’ Create
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Note:

The range of data and the worksheet tab must have the same name in order for this function to perform
correctly

Changing the Source Range of a Single Link

1. From the Linked ltems grouponthe Cr e a t e Hab 8lick®n Data Source

0 7 stide No's  [1%) Casendar jl [l Agenda —'j 33 Swap Shapes 4 Make Titse Fas 1 Up tayout %, I, Help w
| :ﬁd 24

- 7! Filename ) Blank B Scture /" Fraction /Hue Subtitle —— Package = 2 Up Layout o User Settings
New  Document Shide Divider nsert Format Change About Presentation
Setup Draft Layout <« Library - J AutoText ~ - w Select ~ :. Colouwr Palette Le'/:u( (‘ Update ~ _”4 Up Layout | (reate -y Unregister Solutions
Presentation Insert Shide or Object Tables Format Linking Quick Slides Crente

The Linked Objects dialog will open

[ Linked Objects BEx)

Shie = Tupe Sounce Rarge
E woe
Dok = S
Change Source Rarge
Cescannsct

Update Obpect From Sounce

Create

2. Select the object you wish to change. Right click, select Change Source Range

3. Type in the new data range or select Show to show the existing data range and then select the new data
range click OK
Note:

The range of data and the worksheet tab must have the same name in order for this function to perform
correctly

Updating Linked Objects

Once table data and charts have been copied from Excel it becomes a linked object in your presentation. When
the data changes in Excel, there is a function to update the data automatically in PowerPoint. Linked objects
can be updated individually, a few at a time or all at once.

Updating all Linked Objects

1. From the Linking group onthe Cr e a t e Eab®&licklon Update, All OR Charts and Tables (note that
selecting All will also update your Agenda)

OJ 7] Stide No'y [3%] Calendar J. I=| Agencs ¥ j @ 5 Swap Shapes Y4 Make Title 151 A DataSource  |_J1Up Layout (g [ Help ‘?
x pi=e’ r r
s 4] Piename [_]8tank B Bicture */" Fraction 4 Make Subtitie 1 & Package 5 2 Up Layout o User Settings
New Document _ Stide Divider Insert Format Change About Fresentation
Setup L) Onant Layout sws Libeary v |d AutoTest ~ . g Seleat - £ Colour Pasette (ay000 % update 334 Up Layout | Create " Unregister Soxdons
Presentation Inyert Shide or Objea Table Format @ Al Slides Create
=] Aoends

& Charts & Tables

Updating a Single Link
1. From the Linking grouponthe Cr e a t e HEab 8lick®n Data Source

0 7 Stide No's :“.Icunan j“ Agenda : “ 34 Swap Shapes Sy Make Titse By ]t up tayout %-hmn @
» Ty ) Blank

71 Filename B Picture /" Faction % Make subtitle —— Package = 2 Up Lyout o User Settings

New Document Slhide Divider Insert Format Change a About Presentation
Setup Dratt Layout +s Library «  d AutoText - - w Select ~ # Colour Palette Le'/cu( R update ~ S34UpLayout | Creste y Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Slides Crente

Creale
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The Linked Objects dialog will open

C i

Shdx | Tupe Source Fileriame Ranhge

2 Table Excal C-MDocuments and Settings @l Uzers\Documents\WWiork \Chart & Tabl..  Mow 200008841

2@  Chat  Excel  C\Documents and Seffings)
Wiew Source
Change Source File
Change Source Range
Discornect
| upedate object From Source |

@ Greate

2. Select the object you wish to update

3. Right click, select Update Object from Source
Updating Multiple Links

1. From the Linking grouponthe Cr e at e Hab 8lick®n Data Source

"‘j )| [ stideNo's 7 (7% Catendar FlAgenda @ j 34 Swap Shapes Sy Make Titie Ofas m (11 Up tayout [, Hetp =
SN ettt ool | B R

VI Filename ) Btank W Picture /" Fraction 4 Make Subtitle —— Package = 2Up Lsyour » User Settings

New Document Shde Divider Insert Format o hange About Presentation
Setup Draft Layout <% Libracy - 4 AutoText - - W Select ~ T3 Colour Palette | ayout O_Undnte' 934 Uplayout | Creste 'y Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Shides Create

The Linked Objects dialog will open
]

Shde  Type Sousce Fiierame: Fiarge
_ m SME -

Change Source File

Change Source Range

[Descomnisct

| Lipdate Chject From Sounce |
@ Create (e ]

2. Shift+Select the objects you wish to update
3. Right click, select Update Object from Source

Updating Tables with Merged Cells

When a linked table with merged cells is updated it must have the same arrangement of merged cells as the
source table in Excel for the update to work correctly.

If the arrangement of cells in the source table has changed then the destination table in PowerPoint must be
manually adjusted so it has the same layout of merged cells before the table is updated.

Alternatively the table can be sent again and formatted as required.

Create
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Disconnecting from the Source

You can break the link (disconnect) to the Excel source file at anytime.

Disconnecting a Single Link
1. From the Linking grouponthe Cr e a t e HEab 8lick®n Data Source

B W sideNo's 1 3 [7¥) Catendar [l Agenda ,1 : ! 23 Swap Shapes 4 Make Titie [ Oata Source | (1 Up tayout v I, Heip i
& Filename | | [ Baank W Picture /" Fraction A Maske Subbitle ‘-@ Package = 2Up Lot 0 User Settings
New Document . Shae DMOH Insert Format # Presentation
Setup .. Draft Layout <% Library 4 AutoText - - W Select ~ Colour Palette quul Q Update ~ 334 up tayout Cruu « Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Slides Create

The Linked Objects dialog will open

Shdz | Tipe Source Fienarne Fange:
2 Tabla Excal CMDocumants and Setings'ell Users\Document: ok \Chart & Tabd..  Mow 2000058457,
Wiew Source
Change Source File
Change Source Range
Dizconnect

Upsdate Objsct From Source

W Create

2. Select the object you wish to disconnect
3. Right click, select Disconnect

The link to the source will be broken

Disconnecting Multiple Links
1. From the Linking grouponthe Cr e a t e HEab 8lick®n Data Source

B 9 W sudemo's 1 ] [1%) Casendar [l Agenda @ j :‘ 4 swap Shapes Y4 Make Titie '231\‘ m ]t up tayout v K, Heip i
\ ¥ Filename ( () Baank W Pictute /" Fraction 4 Maske Subbitle = Package = 2Up Lot .Usel Settings

New Document ™ Shide Divider nsent Fomm & Change Presentation
Setup .. Draft Layout +d Libracy - 4 AutoText - W Select ~ I3 Colowr Palette | aout Q Update ~ 334 up tayout (,,m “w Unregister Solutions
Presentation Insert Shde or Object Tables Format Linking Quick Slices Create

The Linked Objects dialog will open
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2. Shift + Select the objects you wish to disconnect
3. Right click, select Disconnect

The link to the source will be broken

Packaging Linked Files

A PowerPoint file and its associated linked files can be packaged together, saved and sent to a colleague or re-
filed in the uFhemrdpint@weer)san thenaimpackage the files and the links to the source
data will be updated automatically to the new file location.

Packaging Linked Files
1. From the Linking grouponthe Cr e at e Eab 8ele€ Package

] 0 7} Slide No's [%) Catendar JI [lagenda @ pewm oll) ) swap Shapes 4 Make Titie s A Data Source [ ]1Uptayout (g [ Help @
. > J! Filename — [_] Blank B Picture 3 '—] :M /" Fiaction A Make Subtitle — = 2 Up Lsyout » User Settings
New Document Shide Divider Insert Format e Change About Presemtation
Setup Draft Layout +us Library « 4 AutoText - - o Select ~ £ Colour Palette ayout Update ~ 334 UpLayout | Creste -y Unregister Solutions

t Shide or Object Tables Format Linking Quick Slices reate

The Select Files to Package dialog will open

% Sellect Fills to Package (=% |

Fie Location |
& C\Documerts and Sellings'al Users\DocumentesiwionkChar & Table D atasls

Lreale Package Concel |

2. Check the files you wish to package with the presentation. Select Package

3. A dialog box will appear asking you where you wish to save the packaged file. Browse to the required
location and rename the file if you wish. The packaged file is then ready for you to send

Receiving and Relinking Packaged files

1. Double-click the file and select the folder in which you wish to save the presentation and the linked files.
Select Unpackage

A dialog box will open to confirm that the files have been unpacked and the links updated

Create

Firizhed. 3 File: unpacked and links updated.

Lredie

Freastwmor o W

3 Create
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14. Updating your Presentation

This function updates the agenda and/or all linked tables and charts in your presentation.

1. From the Linking grouponthe Cr e at e Hab 8hodde Update and select All

_J1 Up Layout p" & Hetp “‘r
/" Fraction A Make Subtitle = J & Package 3 2 Up Layout » User Settings
o Change About Presentation
four Patette 1ayout 8 Update = Solutions

) 0) 7] shde No's (%] Catendar J, 15| Agenca j iﬁ 25 5wap Shapes S Make Title [T gy Data source

—! = 4| Fiename L] 8tank . B Acture ¥ .

New Dotument Shde veder
Set

| Drant Layout «ea Libary v @ AutoTest +

Insert Format
. g Select ~ s’ 554 Up Layout

El roends

Create “w Unregistes
e o Dbject Table

& Chats & Tables

Your Agenda will update and each table source and linked chart will update accordingly. A message will display
when it is complete, and this should take less than a minute for the majority of presentations

¥ Create
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15. Working with Presentations Produced pre-CreateE
2007

There are a number of best practices to adopt when creating and converting existing presentations that were
not originally based on the CreateE 2007 or 2010 PowerPoint document master.

1. I't is be st pract i the coritemt oftan adppyedentationdnto @ peavspAr'eserﬂ)ation produced
withCr e at e ECreite 8 new presentation by select New fromthe Cr e a t e Hab,8and0ecreate the
cover page information

2. Go to the presentation from which you are copying and select all the slides except the cover page and
agenda, Copy (CTRL+C)

3. In Normal View place your cursor at your desired insertion point in the Slide Preview pane on the left of the
window and Paste (CTRL+V)

4. From the Smart screen tip that appears, select the dropdown arrow and choose Use Design Template
Formatting

5. Scroll through the presentation and check for items that are out of style and reformat

6. Itis best practice to recreate charts and graphs by using the original source data and re-plotting the charts
in Excel. This will ensure all charts and graphs take on the correct corporate style e.g. fonts, colours, etc.

Preserving Formatting

When cutting and pasting from different text boxes, or when pasting in data from a different document master,
you can select the option to preserve formatting.

1. Copy the text (CTRL+C)
2. Paste (CTRL+V) into the placeholder

3. When you have pasted text in with different settings to that of your existing (new) placeholder, you will see
a Smart screen tip icon

4. Select the icon and from the dropdown menu, choose Keep Text Only. Selecting this option enables the
copied text to adopt the settings of the destination placeholder and its pre-defined font formatting (font,
size, colour, etc.)

7 \ICAlC
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16. Unregistering

This option disables the Cr e a t e Esoftvaredi it does not remove the software. Use this option if you no
longer need the license for the software (e.g. you are moving departments or leaving the company).
Unregistering the software returns the licence to the server.

1. From CreateE groupinthe Cr e a t e Hab 8ele@ Unregister

/" Fraction A Make Subtitle

- |
2 g
rmat -~

ume Shide Yisicer ] ) . nange
Setup Draft Layout +sd Library - d AutoText - £ Select ~ 74 Colour Palette |ayout Update ~

0 7 Slide No's 0 Calendar oo Agenda ol 3 Swap Shapes 44 Make Titie
name an| —’ B Sicture 3 —j ‘-A 9
R t

2. Tore-register, clickonthe Cr e at e Eab 8nd Select any item.
Note:

This option may be deactivated in some builds at the request of your IT department i if this is the case and you
no longer wishtouse Cr e at e Fple@se dbntact your local administrator.

Create
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CREATEE 8. 0 FRBANIP OWE Switching Brands

17. Switching Brands

This option is only available for clients with a multiple brand version of the Cr e a t e Boft@are0lf you are not
a multiple brand client the function will not show on the Cr e a t e Bab.8Thelfunction enables you to switch
between brands.

1. From CreateE grouponthe Cr e at e Hab 8ele@ Switch Brand

0 J1 Stice No %) Catendar J, Agenda —==] BEb ¥4 Swap Shapes S Make Title hy g & He ~ M'
2 .. | . k "
V' ] Filename Jean L E ' e /" Fraction 4 Mare subtitie —— @ User Setting L
New Document Slide Owider Insert Format . Change About Switch | Presentation
Setup Oratt Layout «4s Library B T - & Select = £ Colour Palette 1y 000 Creste “xUntegister | grand~ | Somions

2. Select from the dropdown menu the required brand

3. All new documents created from now on will be based on the selected brand. Existing documents will not
be affected.

uiCdlc
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CREATEE 8.0

FREEBINTP OWE

Navigating CreateE 8.0

18. Navigating Cr e a t e Hlet 8lelplfor PowerPoint

An online help is available in each programmeinCr e at e Fi.e.8or@, PowerPoint and Excel).

To access the Help menu, from the CreateE group, select Help

A7) @,‘ i Slide No's = [i%) Casendar
&= [ Filename () Baank
Shide

powsone Cimore ] o

,j" EiAgenda @ j y 3 swap Shapes ‘4 Make Titie j"&
| Sl [§=
W Aicture s —

/" Fraction A Maske Subbitle == | Package = 2 Up Lsyour » User Settings
New Document I . Divider Insert Format o Change a0 About Presentation
Setup Draft Layout <% Libracy - 4 AutoText - - W Select ~ £3 Colour Palette |ayout 0 Update ~ a4 Uplayout | Creste - Unregister Solutions
Presentation Insert Shide or Object Tables Format Linking Quick Shides Create
== 5 3 - »
WG| @8 Creste 2010 Excel ! - ~ g% v i rPage~ ([ Teok v
!
- . —al wil
0' L) Coneents la’lndu (| Search |7 Faverites | @7 J 3 (")

[Awelcome to Create™ 2010 for Excat
[VINavigating Create ™ 2010
[*]shorteut Keys

[#]crestng a Standard Chart
[YACreotng a Custom Chant
[#)Formateng Charts for Excel
[#)Formating Charts for PowerPoint
[$)Formatsng Charts for Word
[#]Copyng Charts to PowerPont
[#]Making Changes to Charts in PowerPy
[$)copying Charta to Word

[#]Makng Changes to Charts in Word
[AAcharting Toow

[VFormating Excel Tobles

[Acopyng Excel Tadles to PowerPoint
[ACopying Excel Tadbles to Wore
[Avioreshest Tools

[#lunrogaterng

[#]swiching Brands

[AANavigatng Craate ™ 2010 Net Help o
[ACrests™ 2010 Documentation
[#]about Presentason Soltons

i

Creste™ 2010 for Excel > Navigatng Create™ 2010
C l . ' .
l EEI E ' yORUJLONS

Navigating Create™ 2010

The Create™ 2010 tab provides access 1o all avallable functions in Create™ 2010 and should be
visidle in Excel, alongside the standard Excel tabs

In the OMce 2010 version, nbbons replace menus and 1ooldars, and our Create ™ 2010 tab is even
0asier 10 use Dacause all the featwres are In 0ne place and grouped by common tasks

Related topica

] The Create™ 2010 Tad

Net

On the contents pane, main topic headings are listed on the left of the window. A tick next to a topic indicates
that further subtopics are available under the selected topic. A plus sign indicates that selecting the topic will
display the topic text and no further subtopics.

Under irel
it has been accessed.

ated topicso, bl ue t eactessédmpmrvioostytperde indibatesthat he t

@ Create



CREATEE 8.0 FmBGBNTP OWE Navigating CreateE 8.0 Net

The Index Pane

- al-{’Cmmm ; N S-S .

Create™ 2010 for Excel » Navigating Create ™ 2010

Solutions

Navigating Create™ 2010

The Create™ 2010 tab provides access 1o all available functions in Create™ 2010 and should be
visible in Excel, alongside the standard Excel tabs.

in the Office 2010 version, ibbons replace menus and tootbars, and our Create™ 2010 tab is even
easier to use because all the features are in one place and grouped by common tasks

Related topics

] The Create™ 2010 Tad

Copyng Excel Tables to PowerPont |
Copyng Excel Tables to PowerPoint |
Copyng Excel Tabkes to PowerPoint |
Copyng Excei Tabies to Word

Copying Excel Tables to Word Fuly F
Copying Excel Tables to Word Unforn
Copyng Table Dats from the Clpboar
Copyng Tsble Data trom the Clpboar

?ﬁww %

Click on the Index pane to display to all the topics in the Help alphabetically or to search for a specific topic.
This will search the Index headings. To perform a specific word search, go to the Search pane.
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CREATEE 8.0 FmBGBNTP OWE Navi gat i n .0 Gleteéleptfe BowerPoint

The Search Pane

»

Ve e Creste 2010 Excel freem] B v 8 ~ # v ) Page v G Tooks

©) @) (contents | ) Index | ) Senrch | 7 Favorites | o7 | (|| Ly

Create™ 2010 for Excel > Navigaling Create™ 2010

B = | P Create e

' Highlight search hits

T S Navigating Create™ 2010

Copying Excel Tabies to PowerPoint as §

Copying Excel Tabies to Word Unforman|
vah: Excet Tabies to Word Fuly Fore] 1€ Create™ 2010 tab provides access to all available functions in Create™ 2010 and should be

Formatting Tables visible in Excel, alongside the standard Excel tabs

Copying Excel Tables to PowerPoint Ful  |n the Office 2010 version, nbbons replace menus and toolbars, and our Create™ 2010 tad is even
Formatting Tabies easier to use because all the features are in one place and grouped by common tasks

Copying Excel Tables to PowerPoint Unfy
Hiding Excel Error indicators in cels for o} Related topics
Format Table

Welcome to Create™ 2010 for Excel
Making Changes to Charts in PowerPoin
Copying Table Data from the Cipboard g
Copying Table Data from the Clpboard ig
Removing Tadle Formattng

Wakng Changes to Charts in Word

_) The Create™ 2010 Tab

<« i ] ’

Click on the Search pane and type in the word for which you wish to search. This function will look through all
the topics and their content for the searched word. All the topics in which the word appears will be listed in the
window on the left. As you select each topic, the content will be displayed on the right window with the
searched word highlighted.
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19.Cr e at e PDocBmebtation

Instruction Manuals, QRGs and FAQs

http://www.presentationsolutions.eu/downloads/support/Create 2010 Manuals, FAQs, ORGs.zip

¥ Create
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http://www.presentationsolutions.eu/downloads/support/Create_2003_Manuals_&_QRGs.zip

20. About Presentation Solutions

Presentation Solutions offers a unique combination of skills and resources. Our consulting service combines
leading edge design, business intelligence and creativity delivered through our Microsoft accredited software.

Our creative and software designers are some of the best in the business. Our team provides solutions to your
communication needs that are more than the sum of our collective expertise.

The lessons that we have learned in major global organisations are available now to save you time and allow
you to profit from our know-how. With clients using our software in over 30 countries including the US, UK,
Europe, UAE and Asia, Presentation Solutions have become the customised document design and software
supplier of choice to professional services industries Worldwide. We are one of only a handful of Microsoft Gold
Certified Partners to have worked directly with Microsoft ADC software application development teams to
develop, test and accredit our software to Microsoft global standards.

For the latest product information, visit us at: www.presentationsolutions.eu
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http://www.presentationsolutions.eu/
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Solutions
Charter House | 9 Castlefield Road
Reigate | Surrey RH2 0SA

T +44(0) 845 543 8228
E info@presentationsolutions.eu
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